Bankruptcy Frequently Asked Questions (FAQS)

What is bankruptcy?

Who can start a bankruptcy?

Whet isajoint petition?

What are the different "chapters' in bankruptcy?

What chapter is right for me?

. Where can | get more information concerning bankruptcy and bankruptcy procedure? Is there any
place | can get free or low cost legd advice before | file?

7. What services can a bankruptcy petition preparer provide?

8. Can the derk's office give legd advice?

9. What does the clerk's office do?

10. What documents do | need to start a bankruptcy?

11. How do | know if adebt is secured, unsecured, priority or administrative so | can fill out my
schedules correctly?

12. What are exemptions?

13. Where do | file my bankruptcy case?

14. How do | "file" a document with the court?

15. How much are the court fees to file a bankruptcy?

16. What happens after | file bankruptcy?

17. What is a bankruptcy trustee? Who isthe United States Trustee? What is the difference?
18. What is the creditor's meeting? What can | expect will happen at it?

19. What is adischarge?

20. What debts are dischargeable?

21. What is the difference between a denid of discharge and a debt being non-dischargeable?
22. What does it mean if acaseis dismissed?

23. What is a reaffirmation agreement?

24. What is redemption?

25. What are daims and claims objections? How are clamsfiled?

26. What can | do if a creditor keeps trying to collect money after | have filed bankruptcy?

27. How do | change or correct information in the petition, schedules and statements | dready filed
with the derk's office?

28. How many years will a bankruptcy show on my credit report? How long will it take before | can
get credit?

29. How can | get information about a case?

oSubkwhNE

While the information presented above is accurate as of the date of publication, it should not be cited or
relied upon as legd authority. It is highly recommended that lega advice be obtained from a bankruptcy
attorney or lega association. For filing requirements, please refer to the Uruted Statee Bankruptoy
Code (iifle 11, United States Code), the Federal Rulec of Banksuptoy Procedure (Rankruptey Rulech,
and the Local Rulee of the Umted Statec Rankruptoy Court for the Dietriot of Kaneae.



1. What is bankruptcy?

Bankruptcy isaway for people or businesses (* debtors’) who owe more money than they can pay
right now, to either work out a plan to repay the money over timein a chapter 11, chapter 12, or
chapter13 case, or wipe out ("discharge’) most of their billsin a chapter 7 case. While either the debtor
isworking out a plan or the trustee is gathering the available assets to sdll, the Bankruptcy Code
requires creditors to stop al collection efforts againgt the debtor. When the bankruptcy petitionisfiled,
you areimmediately protected from your creditors. What chapter you choose to file under, whet bills
can be eliminated, how long payments can be stretched out, what possessions you can keep, and other
details are controlled by the Bankruptcy Code and the Federal Rules of Bankruptcy Procedure. These
arefederd laws, which meansthey gpply dl over the United States. The Codeislocated in Title 11 of
the United States Code. The various sections of the Bankruptcy Code are referred to throughout this
booklet as"11U.SC. 8 ."

2. Who can start a bankruptcy?

Any person, partnership, corporation or business trust may file a bankruptcy. If the person or entity
who owes the money, referred to as the debtor, files a petition to start the bankruptcy, itiscaled a
voluntary bankruptcy. If the people or entities owed the money, referred to as the creditors, start the
bankruptcy by filing a petition againgt a person or an entity who owes them money, it iscaled an
involuntary bankruptcy. In an involuntary case, the debtor gets a chance to contest the petition and
contend it should not be in bankruptcy. Voluntary cases can befiled under chapters 7, 9, 11, 12, and
13. Involuntary cases can only be filed under chapters 7 and 11. Certain types of entities, such as
banks and insurance companies, may not be digible to file bankruptcy; however, dmost al other
entities can file abankruptcy. A businessthat isNOT a

partnership, corporation or business trust, cannot file a separate bankruptcy on its own. Those
assets and debts would be included in the persona bankruptcy of the owner(s).

3. Wha isajoint petition?

A joint petition is the filing of asingle petition by an individua and the individud's spouse. Only

people who are married on the date they file may file ajoint petition. Unmarried persons, corporations
and partnerships must each file a separate case. If you are an individud and have a

business which is not a partnership, corporation or business trust, you should list the busness as
a"dba’ (doing business as) on your petition. However, yours will not be considered ajoint

petition because the business is not an independently-recognized legd entity.



4. What are the different "chapters’ in bankruptcy?

Chapter 7 isthe liquidation chapter of the Bankruptcy Code. Chapter 7 cases are commonly referred
to as "draight bankruptcy” or "liquidation” cases, and may befiled by an individud, corporation, or a
partnership. Under chapter 7, atrustee is appointed to collect and sdll al property that is not exempt
and to use any proceeds to pay creditors. In the case of an individua, the debtor is dlowed to clam
certain property exempt. (See Question 12) The debtor gets a discharge, which means that the debtor
does not have to pay certain types of debts. (See Questions 19, 20 and 21) Corporations and
partnerships do not receive discharges. Consequently, any individuas legdly liable for the partnership’s
or corporation’s debts will remain ligble. Therefore, these individuds may need to file individud
bankruptcies as well as the corporation or partnership bankruptcy.

Chapter 9isonly for municipdities and governmental units, such as schools, water ditricts, and so on.

Chapter 13 isthe debt repayment chapter for individuals with regular income whose debts do

not exceed $1,077,000 ($269,250 in unsecured debts and $807,750 in secured debts), including
individuas who operate businesses as sole proprietorships. It is not available to corporations

or partnerships. Chapter 13 generally permits individuas to keep their property by repaying

creditors out of their future income. Each chapter 13 debtor proposes a repayment plan which must be
approved by the court. The amounts set forth in the plan must be paid to the chapter 13 trustee who
digtributes the funds for asmall fee. Many debts that cannot be discharged can il be paid over timein
achapter 13 plan. After completion of payments under the plan, chapter 13 debtors recelve a
discharge of most debts.

Chapter 12 offers bankruptcy relief to individuas, corporations, or partnerships who qudify as family
farmers. There are debt limitations for chapter 12, and a certain portion of the debtor'sincome must
come from the operation of afarming business. Family farmers must propose a plan to repay their
creditors over aperiod of time from future income and it must be gpproved by the court. Plan payments
are made through a chapter 12 trustee who aso monitors the debtor's farming operations while the case

is pending.

Chapter 11 isthe reorganization chapter available to busnesses and individuas who have substantia
assets and/or income, to restructure and repay their debts. Creditors vote on whether

to accept or rgject a plan of reorganization which must be approved by the court. While the debtor
normally remainsin control of the assets, the court can order the gppointment of a trustee for cause,
such as when the debtor does not get a plan approved in a reasonable amount of time, or failsto follow
some of the rules, or breaks the law. In addition to the filing fee paid to the

bankruptcy clerk, aquarterly feeispaid to the U.S. Trusteein al chapter 11 cases. Thereis no debt
limit under chapter 11. Due to the expense and complexity of chapter 11, the decision to file a chapter
11 petition should be made in consultation with an atorney.



5. What chapter isright for me?

Y ou have a choice in deciding which chapter of the Bankruptcy Code will best suit your needs.

The decision whether to file a bankruptcy, and under which chapter to file, depends on the

particular circumstances of the debtor. In generd, chapter 7 is appropriate when the debtor has
insufficient income to pay al or most of hisher debts. Otherwisg, if the debtor has an income or
property and can afford to pay al or asubstantia portion of hisher debts, chapter 11, 12, or 13

may be appropriate depending on whether the debtor is an individua, partnership, corporation, or
family farmer. These are only afew of the factors to consider, however. These answers cannot spell
out dl the different things to be consdered. Also, considering your persona

facts, comparing them to each chapter's requirements, and deciding which chapter to select,

would be giving legd advice. Clerk's Office staff, bankruptcy petition preparers, typing services and
pardegds are prohibited by law from giving you lega advice. Only alawyer can give you legd advice.
Many lawyerswill give you a free consultation, during which they will go over your circumstances and
needs and tell you what you should do and how much it will cost for themto doit. The decison
whether to file a bankruptcy and under what chapter is an extremely important decison and should be
made only with competent legd advice from an experienced bankruptcy attorney after areview of al of
the relevant facts of the debtor's case.

6. Where can | get moreinformation concerning bankruptcy and bankruptcy procedure? Isthere any
place| can get free or low cost legd advice before | file?

The easiest way to get low or no-cost bankruptcy advice is to make an gppointment with a private
atorney. Many will provide afree initia consultation during which you can have your questions
regarding bankruptcy procedures and their application to your Situation answered. Low-cost help in
typing your petition and other formsis available from "bankruptcy petition preparers.” "Pardegds’ and
"typing services' are consdered bankruptcy petition preparers. Bankruptcy petition preparers are not
attorneys. Likewise, they are not employed or supervised by attorneys and cannot represent you in
your bankruptcy. Only alicensed attorney can give you legd advice.

7.  What services can a bankruptcy petition preparer provide?

Bankruptcy petition preparers are permitted to provide services limited to the typing of forms and
filing of documents. These services are subject to various statutory requirements and limitations. For
example, the Bankruptcy Code requires a bankruptcy petition preparer, within ten (10) days

after the date of thefiling of the petition, to file adeclaration under pendty of perjury disclosing
compensation received from or on behaf of the debtor and any unpaid fee charged to the debtor.
Additionadly, the bankruptcy petition preparer is required to sign and print the preparer's name,
address and socid security number on al documents prepared for filing. Please note that although



bankruptcy preparers are required to sign al documents prepared for filing, they are not authorized to
sgn any document on your behdf. Therefore, you (and if filing ajoint petition, your spouse) must aso
sgn dl the documents. Copies of dl prepared documents should be furnished to you by the bankruptcy
petition preparer a the time they are presented to you for signature. Likewise, bankruptcy petition
preparers are prohibited by law from collecting or receiving any court fees connected with the filing of
your case. Consequently, al court fees connected with the filing of your case, including the filing fee,
miscellaneous adminigtrative fee, and chapter 7 trustee fee should be paid directly by you to the court.
(See Quedtion 15) Thefailure of any bankruptcy petition preparer to comply with the law should
immediately be brought to the attention of any trustee gppointed in your case and the loca Office of the
United States Trustee.

8. Canthederk'soffice give legd advice?

A bankruptcy caseisalegd proceeding affecting the rights of debtors, creditors and other partiesin
interest. According to Canon 4(D) of the Code of Conduct for Judicial Employees, Clerk's Office staff
should not engage in the practice of law. Additiondly, 28 U.S.C. § 955 prohibits Clerk's Office staff
from giving information which may be characterized aslegd advice. While there is no precise definition
of lega advice, a aminimum it includes (1) acting on a person's behdf in presenting aclam or defense
to a court, and (2) advising a person on the merits of aclam or defense and the Sate of the law
goplicableto it. Clerk's Office staff, therefore, will not provide information relaing to: the gpplication of
laws and rulesto individua clams or defenses; whether jurisdiction is proper in aparticular court;
whether a complaint properly presents a claim; what the "best” procedures are to accomplish a
particular objective; or the interpretation of caselaw. Clerk's Office staff will not offer any opinion as
to the probable disposition of any matter by the court. The information provided by Clerk's Office staff
is

limited to explaining the filing requirements of the court and reading, without comment, the actud text of
abankruptcy rule, local rule or satute.

9. What doesthe Clerk's Office do?

The Clerk's Office provides avariety of services to the bankruptcy judges, attorneys and the public.
Clerk's Office staff provide dlerica and adminidrative support to the court by filing and maintaining
case-related papers, issuing process and writs, Sgning ministeria orders, collecting authorized fees,
sending notices, entering judgments and orders, and setting hearings. The services provided by the
Clerk's Office to atorneys and the public include responding to requests for information and making
copies of papersin bankruptcy court files. Although Clerk's Office staff cannot give you legd advice,
the U.S. Bankruptcy Court is a source for many forms and local rules which you will need to file your
bankruptcy petition and related documents. Forms and locd rules are dso available on the U.S.
Bankruptcy Court for the Digtrict of Kansas's Internet web Site, located at www.ksb.uscourts.gov.




10. What documents do | need to start a bankruptcy?

A complete list of the documents you may need to start a bankruptcy case under chapter 7, chapter 11,
chapter 12 or chapter 13 of the Bankruptcy Code, the number of copiesto file, and the time you have
to filethem, isset forth in the Court Copy Requrerente and Fing Information sheet. The particular
documents you mugt file will depend upon the chapter you are filing as well as your individud
circumstances. For example, if you are not represented by an attorney and did not have any documents
prepared by a bankruptcy petition preparer, you will not be required to file a Disclosure of
Compensation of Attorney for Debtor (Form B203), or a Disclosure of Compensation of Bankruptcy
Petition Preparer (Form B280). Likewise, only individua, chapter 7 debtors whose schedules of
assets and liahilities include consumer debts are required to file a Statement of Intention (Form B8).
Similarly, aList of 20 Largest Unsecured Creditors (Form B4) isrequired in chapter 11 cases only,
and Exhibit "A" to Voluntary Petition (Form B1, Exh. A) should be completed and attached to the
voluntary petition only if the debtor is required to file periodic reports with the Securities and Exchange
Commission pursuant to Section 13 or 15(d) of the Securities Exchange Act of 1934 and isfiling a
chapter 11 case. Refer to the “ Judge's Corner” section of the Court’ sweb site
(www.ksh.uscourts.gov) for forms/guidelines adopted by a particular Judge. If you need to art your
case quickly, you can file only those documents designated as “NEW CASES (ALL CHPTYS)
WITHOUT SCHEDULES’ inthe Court Copy Pequremente and Filme Information sheet. The
remaining documents must be filed within the timesindicated in the Court Copy Recquirements and Filing
Information sheet. Your falureto timely file dl required documents or to seek an extension of timeto
do so may result in dismissa of your case, denid of your discharge, or the impodtion of sanctions
agang you. The Official Banksuptoy Forme are available without charge on our Internet web gte,
located at www.ksb.uscourts.gov. Bankruptcy forms sets containing only the Officid Bankruptcy
Formslisted in the Court Copy Requirements and Filing Information sheet are avallable for purchase a
loca dationery stores. All forms and guiddines for specific judges are available a the Clerk's Office
and on our Internet web site.

Tips For Completing Forms

a Petitions, schedules and statements of affairs and lists of creditors shdl conform to the Officid
Bankruptcy Forms and be printed on one side of the paper only. All origina documents and pleadings
filed with the court shdl be 2-hole punched at the top and shal not be stapled. Copies may be stapled
together for digtribution. Type the information on the forms. All forms should be legible, 8 2 by 11
inchesin sze and printed on one side only.

b. Respond to every question. If your answer to aquestion is "none," and thereis no "none" box to
check, put "N/A." Use continuation pages when you run out of room. Sign each form where required. If
filing ajoint case, make sure that your spouse Sgns, too.

c. Prepare and file your creditor matrix in accordance with Standimg Order No. 55-1. A debtor may



dsofileadisk inthe format set forth in the “ Clerk’ s Ingtructions for Submitting a Matrix on aDisk.”
Every petition must be accompanied by a matrix in aform prescribed by the Clerk and adopted by
Standing Order of the court. Names and complete addresses of creditors must be listed in a phabetica
order. Thefirst and succeeding pages of the matrix must list on the reverse sde of the page the name

of the debtor(s). Creditors shall be listed aphabeticaly with the full address of each, including post
office box or street number, city or town, state and zip code. If it is known that the account or debt has
been assgned or isin the hands of an attorney or other agency for collection, the full name and address
of such assgnee or agent shdl be set forth. Each entry shdl be separated by two spaces from the next
succeeding entry. |If the United Statesis listed as a creditor, the agency shal be noticed as provided by
Standing Order 59-2.

d. On the schedules of current income and current expenditures of individua debtors, spousd income
and expenditures must be completed in dl casesfiled by joint debtors and by a married debtor in
chapter 7, 11, 12, or 13 cases, whether or not ajoint petition is filed, unless the spouses are separated
and ajoint petition is not filed.

e. Make sure that you have the number of copiesindicated in the Court Copy Peourernente and Filing
Information sheet. Unless otherwise ordered by the court, the debtor starts the case by filing an
original, Sgned bankruptcy petition and accompanying statements, lists and schedules, and conformed
Copies.

Origina and four copies in cases under chapter 12;

Original and three copiesin cases under chapters 7 and 13;

Origina and five copiesin cases under chapters 9 and 11.

f. Voluntary petitions and accompanying papers shdl be assembled in the following order:
Voluntary Petition (including certified copy of corporate resolution in corporate cases)
Signature Page
Statement of Financid Affairs
Declaration Under Penalty of Perjury on Behaf of a Corporation or Partnership (if

goplicable)
Exhibit A (if debtor isa corporation filing under chapter 11)
List of Creditors Holding 20 Largest Unsecured Claims (to be used in chapter 11)
Schedules A through J
Summary of Schedules
Declaration Concerning Debtor’ s Schedules
Chapter 7 Individual Debtor’s Statement of Intention
Rule 2016(b) Statement of Attorney Compensation

The following documents must be included, but not stapled to the Petition:
Application to Pay Filing Feesin Ingdlments (if gpplicable)
Matrix
Matrix Verification
Pan (if submitted when petition isfiled in chapters 11, 12 and 13)



11. How do | know if adebt is secured, unsecured, priority or adminigtrative so | can fill out my
schedules correctly?

A. Secured Debt

A secured debt is adebt that is backed by property. A creditor whose debt is"secured” has aright to
take property to satisfy a"secured debt.” For example, most homes are burdened by a " secured debt.”
This means that the lender has the right to take the home if the borrower fails to make payments on the
loan. Mogt people who buy new cars give the lender a"security interest” in the car. This meansthat the
debt isa"secured debt" and that the lender can take the car if the borrower fails to make payments on
the car loan.

B. Unsecured Debt

A debt is unsecured if you have smply promised to pay someone a sum of money at a particular time,
and you have not pledged any property to secure that debt.

C. Priority Debt

A priority debt is adebt entitled to priority in payment, ahead of most other debts, in a bankruptcy
case. A ligting of priority debtsis given, in genera terms, in 11 U.S.C. 8 507 of the Bankruptcy Code.
Examples of priority debts are some taxes, wage clams of employees; debts related to goods and
services provided to a debtor's bankruptcy estate during the pendency of abankruptcy case; and
aimony, maintenance or support of a spouse, former spouse, or child. If you have questions deciding
which of your debts are entitled to priority status, you should consult an atorney.

D. Adminidrative Debt

An adminidrative debt is aso a priority debt and is one created when someone provides goods or
services to your bankruptcy estate. The best example of an administrative debt is the fee generated by
an atorney or other authorized professona in representing the debtor’ s bankruptcy estate.

12. What are exemptions?

Section 522(b) of the Bankruptcy Code (Title 11, U.S.C.) dlows an individual debtor to exempt redl,
persond, or intangible property from the property of the estate. Exempt assets are protected by state
law from distribution to your creditors. The exemptions alowed under Kansas state law, and the dollar
amounts of those exemptions, are listed in the Kansas Statutes Annotated at K.S.A. 60-2301 through



60-2314. Exemptions are clamed on Schedule C. Aswith al schedules, it isimportant to fully
complete and provide al the information requested. If no one objects to the exemptions you have listed
within the time frame specified by the bankruptcy court, these assets will not be a part of your
bankruptcy estate and will not be used to pay creditors through your bankruptcy case unless you
choose to sdl the assets and pay the money received into your bankruptcy. Deciding which assets are
exempt and how and if you can protect these assets from your creditors can be one of the more
important and difficult agpects of your bankruptcy case. It is extremely important to consult an attorney
if you have any questions regarding the issue of exempt assets.

13. Wheredo | file my bankruptcy case?

The bankruptcy court is afedera court. The federa court system divides the United Statesinto judicid
digricts. Every state has at least one federd judicia district. Many have more. In Kansas, there is one
federd judicid didrict, with three divisons. Each divison has afully saffed Clerk's Office. All three
divisona Clerk's Offices are open from 9:00 am. until 4:00 p.m. on dl days except Saturdays,
Sundays and legd holidays. The public telephone numbers and mailing addresses for each divisiond
office are indicated below.

Kansas City Divison

161 U.S. Courthouse

500 State Avenue

Kansas City, KS 66101-2417
(913) 551-6732

Topeka Divison

240 U.S. Courthouse
444 SEE. Quincy
Topeka, KS 66683
(785) 295-2750

WichitaDivison

167 U.S. Courthouse
401 North Market
Wichita, KS 67202
(316) 269-6486

14. How do "file" a document with the court?



Bankruptcy petitions, pleadings and other papers may be submitted for filing: 1) by mail; 2) in person at
the Bankruptcy Clerk’s Office public counter during regular business hours of 9:00am through 4:00pm;
or 3) by placing them in the door depository at the entrance to the Bankruptcy Clerk’s Offices between
the hours of 8:00am to 9:00am and 4:00pm to 5:00pm.

The document depository located outsde the Federal Building isfor United States District
Court filings only. No bankruptcy filings areto be made at the outside document depository.

When extraordinary, compelling circumstances require delivery of adocument to the Clerk's Office
after hours, an emergency filing can be arranged by contacting the gppropriate divisona Clerk's Office
during business hours. The Clerk's Office does not accept documents for filing by facamile. After
completing, assembling, and copying your bankruptcy papers, mail or deliver the originals and required
copies to the appropriate divisond Clerk's Office with your filing fee payment or a completed
goplication to pay feesin ingdlments. The Clerk's Office will conform one copy and return it to you. If
your petition is submitted for filing by mail or by placing it in a document depository, please include a
self-addressed, slamped envelope of sufficient Size for return of your conformed copy. Parties may
tranamit briefs, lists of witnesses, exhibits and motions for extension of time by facsaimile, but only in an
emergency, and only if the judge to which the case or adversary proceeding has been assgned has
granted permission prior to transmisson. No other pleadings, documents or requests for relief may be
tranamitted and filed by facamile. Facamile transmissons must comply with LBR 5074.1. The court
will authorize the use of facsmile transmissions between parties for nondigpositive pleadings only for
good cause shown.

An Adversary Proceeding Cover Sheet, in aform supplied by the Clerk, must be completed and
submitted with each complaint commencing an adversary proceeding; the provisons of Fed. R. Bankr.
P. 7003 apply. Pleadings, motions, briefs, and other papers submitted for filing must be typewritten,
printed or computer-generated on |etter-size paper (including al exhibits and/or attachments). All
origina documents and pleadings filed with the court must be 2-hole punched at the top and should not
be stapled. Copies may be stapled together for distribution. All written, printed or computer-
generated documents must be double- spaced with no smaler than 10 point type set no more than an
average of 12 characters per inch. All pleadings and papers filed subsequent to those commencing a
case must be endorsed on the upper right-hand corner of the first page with the case number. Thetitle
of such subsequent pleading or paper should describe the contents thereof, and state on whose behalf
the document isfiled. Fed. R. Bankr. P. 7010 and Officia Form 16C apply to dl pleadings and papers
filed in adversary proceedings.

All orders submitted to the Court for signature should include, just prior to Signatories, the following:
“Daedthis____ day of , A hearing date should be included in the body of the
order only if there has been an actuad hearing. If the order is submitted on amatter noticed out with
opportunity for hearing, no objections filed and no hearing held, the order should so recite. All orders
must have the following information at the top of a page bearing only sgnatures. 1) Name of court; 2)
Case caption, case number and chapter; and 3) Name or caption of the order, and page number.
Unless otherwise directed, orders are due ten (10) days from the date of an actua hearing or, if noticed
with objection deadline and absent an objection, ten (10) days from expiration of the objection




deadline.

The origind of every pleading, motion or other paper filed by an attorney shal bear the genuine
sgnature of at least one attorney of record. The origina of every pleading, motion or other paper filed
by a party not represented by an attorney shdl bear the genuine signature of such pro se party.
Stamped or facsmile signatures on origind pleadings, motions or other papersfiled by pro se parties or
by attorneys are not permitted. Parties or attorneys Sgning papers submitted for filing shdl include their
address and telephone numbers. Attorneys shdl include their state supreme court registration numbers
or in cases where the attorney is not admitted to practice in Kansas, their equivaents.

Each attorney or party appearing pro se (representing themselves) is under a continuing duty to notify
the Clerk in writing of any change of address or telephone number. Any notice mailed to the last
address of record of an attorney or party appearing pro se shdl be sufficient notice.

All briefs and memoranda filed with the court shal contain:
(1) A statement of the nature of the matter before the court.
(2) A concise statement of the facts. Each statement of fact should be supported by
reference to the record in the case.
(3) A statement of the question or questions presented.
(4) The argument, which shall refer to dl statutes, rules and authorities relied upon.

At thetimethe origina brief isfiled, aworking copy of the brief for use by the judge shdl be ddivered
to the Clerk of the court or to the judge.

The matrix must be prepared and filed in accordance with Standimg Order No. 55-1. A debtor may
dsofileadisk inthe format set forth in the “ Clerk’ s Ingtructions for Submitting a Matrix on aDisk.”

15. How much are the court fees to file a bankruptcy?

The feesfor filing petitions under al chapters of the Bankruptcy Code are indicated on the Court Copy
Requirements and Filing Information sheet. In addition to the filing fee, the court charges a $15 trustee
surcharge in chapter 7 cases and a $30.00 miscellaneous adminigtrative feein dl cases. You must pay
the required fees regardiess of your income. If you cannot come up with the full amount at the time of
filing, you may pay the required feesin up to four instalments over a period of one hundred twenty
(120) days. To do s0, you must complete an gpplication to pay feesin ingalments and submit it with
your petition. Application forms are available at each divisond Clerk's Office, aswell as on our
Internet web Site at www.ksh.uscourts.gov. Y ou cannot apply to pay feesin ingdlimentsiif you have
dready paid an atorney, a bankruptcy petition preparer, or anyone ese to help you with your
bankruptcy. Additiondly, you cannot pay anyone for help with your case until al ingtalments have been
paid. The Clerk's Office does not accept personal checks issued by debtors. All installment payments
should be made in the divison where the petition was filed, by cash or cashier's check, certified check,




or money order payableto "Clerk, U.S. Bankruptcy Court." For your protection, do not send cashin
the mall.

16. What happens after | file bankruptcy?

Upon filing the origind petition with the Clerk's Office, the court's restraining order, caled the autometic
day, immediately takes effect and prohibits dl creditors from taking any collection action againgt the
debtor or the debtor's property. Although the stay is automatic, creditors need to be advised of the
dtay. The court issues anctice to dl creditors (on the matrix or list of creditorsfiled by the debtor)
advisng them of thefiling of the bankruptcy, the case number, the automatic say, the name of the
trustee assigned to the case (if filed under chapter 7, 12, or 13), the date set for the meeting of
creditors, the deadline, if any, set for filing objections to the discharge of the debtor and/or the
dischargeahility of specific debts, and whether and where to file clams. The exact information in the
notice differs depending on the chapter under which the case isfiled.

In achapter 7 caseinvolving an individua debtor, the creditors generdly have sixty (60) days from the
first date set for the meeting of creditorsto object to the discharge of the debtor and/or the
dischargeability of a specific debt. If the deadline passes without any objections to the debtor's
discharge being filed, the court will issue the discharge order. If any objections to the dischargeability of
specific debts arefiled, they will be heard by the court, but will not delay the granting of a discharge
with respect to other debts. An objection to discharge or to the dischargesbility of certain debtsis
consdered a separate lawsuit (an adversary proceeding) within the bankruptcy and may result in atrid
before the judge assigned to the case. Corporate and partnership chapter 7 debtors do not receive
discharges. If thereis no property from which a dividend can be paid, the trustee will prepare a report
of no distribution and the case will be closed. If there is property that is not exempt, funds will be
available for digtribution to creditors. The court will set clams deadlines and notify dl creditorsto file
their clams. The trustee will proceed to collect the assets, liquidate (sell) them and digtribute the
proceeds to creditors. When dl proceeds have been distributed, and al assets have been completely
administered, the court will close the case.

In a chapter 13 case, creditors are given an opportunity to object to the plan. If no objection isfiled by
creditors or the trustee, the plan may be confirmed as filed. Once the plan is confirmed, the trustee will
distribute the proceeds of the debtor's plan payments to creditors until the debtor completes the plan or
the court dismisses or converts the case. Upon completion of the chapter 13 plan, the court will issue a
discharge order, the trustee will prepare afinal report, and the case will be closed.

In achapter 12 case, the confirmation hearing generdly must be concluded within forty-five (45) days
of filing the plan. The court may consder dismissad of the caseif aplan is not confirmed.

In achapter 11 case, adebtor's conference is held with the United States Trustee's saff before the
creditors meseting. At the debtor's conference, the United States Trustee will go over the responsibilities



and redtrictions on the debtor (caled the * debtor-in-possesson”), explain the quarterly fees and
monthly operating reports, and generdly discuss the financia Stuation of the debtor and the scope of
the anticipated plan of reorganization. A disclosure slatement must be filed with the plan and approved
by the court before votes for and againgt the plan can be solicited. After the estate has been fully
administered, the court enters afind decree closing the case. A chapter 11 estate may be considered
fully administered and closed before the payments required by the plan have been completed.

17. What isabankruptcy trustee? Who is the United States Trustee? What is the difference?

Inal chapter 7, 12, 13 and in some chapter 11 cases, a case trustee is assigned. In chapter 7 cases
they are called "Pand Trustees" In chapter 12 and 13 cases they are cdlled "Standing Trustees.” The
trustee'sjob is to administer the bankruptcy estate, to make sure creditors get repaid as much as
possible, and to run the first meeting of creditors (also called the "section 341 meseting" because 11
U.S.C. § 341 of the Bankruptcy Code requires that the meeting be held). The trustee either collects
and sdlls non-exempt estate property, asin a chapter 7 case, or collects and pays out money on a
repayment plan, asin achapter 13 case. The trustee can require you to provide, under pendty of
perjury, information and documents, either before, after, or a the meeting of creditors. Y ou should
aways cooperate with the trustee, since failure to cooperate with the trustee could be grounds to have
your discharge denied. Trustees are not necessarily lawyers, and they are not paid by the court. They
are gppointed by the United States Trustee. Trustees report to the court, but their fees come out of the
bankruptcy filing fee or as a percentage of the money distributed in the bankruptcy.

The United States Trustee's Officeis part of the U.S. Department of Justice, and is separate from the
court. The United States Trusteg's Office is awatchdog agency, charged with monitoring all
bankruptcies, gppointing and supervising dl trustees, and identifying fraud in bankruptcy cases. The
United States Trustee's Office cannot give you lega advice, but they can give you information about the
datus of a case, and you can contact them if you are having a problem with atrustee, or if you have
evidence of any fraudulent activity. In monitoring cases, the United States Trustee reviews dll

bankruptcy petitions and pleadings filed in cases, and participatesin many proceedings affecting the
case, but they do not administer the case themsdves. They can bring motionsin the bankruptcy, such as
ones to dismiss the case, or to deny the debtor's discharge.

18. What isthe creditors meeting? What can | expect will happen at it?

A "meeting of creditors’ isthe sngle hearing dl debtors must attend in any bankruptcy proceeding. Itis
held outside the presence of the judge and usually occurs between twenty (20) and forty (40) days
from the date the origind petition is filed with the court. In chapter 7, chapter 12, and chapter 13 cases,
the trustee assigned by the court on behdf of the United States Trustee conducts the meseting. In
chapter 11 cases where the debtor isin possession and no trustee is assigned, a representative of the



United States Trustee's office conducts the meeting. The meeting permits the trustee or representative
of the United States Trusteg's Office to review the debtor's petition and schedules with the debtor
face-to-face. The debtor is required to answer questions under pendty of perjury concerning the
debtor's acts, conduct, property, liabilities, financia condition and any matter that may affect
adminigration of the estate or the debtor's right to a discharge. This information enables the trustee or
representative of the United States Trustee's Office to understand the debtor's circumstances and
facilitates efficient administration of the case. Additiondly, the trustee or representative of the United
States Trustee's Office will ask questions to ensure that the debtor understands the positive and
negative aspects of filing for bankruptcy. The meseting is referred to as the "meeting of creditors’
because creditors are notified that they may attend and question the debtor about the location and
dispogition of assets and any other matter relevant to the administration of the case. However,
creditors rarely attend these meetings and, in generd, are not considered to have waived any of their
rights by failing to appear. The meeting usudly lagts only afew minutes and may be continued if the
trustee or representative of the United States Trustee's Office is not satisfied with the information
provided by the debtor. If the debtor fails to appear and provide the information requested at the
meeting, the trustee or representative of the United States Trustee's Office may request that the
bankruptcy case be dismissed or that the debtor be ordered by the court to cooperate or be held in
contempt of court for willful failure to cooperate.

19. What isadischarge?

The discharge order isissued by the court and permanently prohibits creditors from taking action to
collect dischargeable debts againgt the debtor personally; this does not prevent secured creditors from
saizing collaterd if payments are not kept up, or other creditors from pursuing property of the estate.
Some debts are not dischargeable, and others may be found to be non-dischargeable depending on
particular circumstances.

In achapter 7 case, the bankruptcy court will order that the debtor be discharged of dl dischargesble
debts once the time for filing complaints objecting to discharge has expired unless. The debtor isnot an
individud; or a complaint objecting to the debtor's discharge has been filed; or the debtor hasfiled a
walver of discharge.

In chapter 11 cases, the confirmation of a plan of reorganization discharges the debtor from
dischargeable debts that arose before the date of the order of rdlief unless: the plan or order confirming
plan provides otherwise; or the plan is aliquidating plan and the debtor would be denied adischarge in
achapter 7 case under 11 U.S.C. § 727.

In chapter 12 and chapter 13 cases, the court will order that the debtor is discharged of dischargesble
debts after the debtor has completed al payments under the plan, or prior to plan completion, after
notice and hearing, if the requirements of 11 U.S.C. 88 1228(b) or 1328(b) have been met.



The granting of a discharge does not automaticaly result in the closing of a case. All contested matters,
adversary proceedings, and appeas must be resolved and the appointed trustee or
debtor-in-possesson must file afinad report and account and request entry of afinal decree before the
Clerk's Office will close the case.

20. What debts are dischargeable?

All debts are dischargeable except for those listed in 11 U.S.C. § 523. In a chapter 13 case, even more
debts may be discharged if the debtor obtains a discharge under 11 U.S.C. §1328(a). The
non-dischargesble debts listed in § 523 include: certain taxes and fines; debts crested through
fraudulent conduct or by providing false information to a creditor; debts not listed in your bankruptcy
petition; aimony, child maintenance or support, and certain debts arising out of a divorce decree or
separation agreement; debts from willful and mdicious injury to another; government guaranteed student
loans unless it would impose an undue hardship; debts caused by the death or a persond injury related
to the operation of amotor vehicle while you were intoxicated; and post bankruptcy condominium or
cooperative owners association fees. Thislist includes many examples of non-dischargesble debts but
you should review 11 U.S.C. 8§ 523 for acomplete list. Some debtslisted in 11 U.S.C. 8§ 523, such as
those based on fraudulent conduct, embezzlement or willful and mdicious injury to another, are
discharged unless a complaint to deny discharge of that debt istimdy filed with the bankruptcy court.
Ordinarily, these complaints must be filed within sixty (60) days of the first date set for the meeting of
creditors. Additiondly, debts that were not listed on your bankruptcy schedules or that were incurred
after you filed bankruptcy are generdly not discharged.

21. What isthe difference between a denid of discharge and a debt being non-dischargeabl €?

A discharge can be denied by the court either for one particular debt or for al debts. For adischargeto
be denied, either asto a particular debt (see Question 20 about particular debts that are not
dischargeable) or asto dl debts, someone must file an adversary proceeding (lawsuit) with the court.
In alawsuit to deny the discharge asto al debts, the person who brings the action must prove to the
court that the debtor did one of the following: (1) transferred, conceded, removed, destroyed or
muitilated property of the debtor, (within one year before the bankruptcy was filed) or after the
bankruptcy wasfiled; or (2) concealed, destroyed, mutilated, falsified, or failed to keep and preserve
books and records about the debtor's financial condition or business transactions; or (3) the debtor
made afase satement while under oath, (in writing or ordly); or (4) failed to turn over books and
records; or (5) failed to explain the loss of assets, or (6) had received a previous bankruptcy discharge
within Sx (6) years.



22. What does it mean if acaseisdismissed?

A dismissa order ends the case. Upon dismissd the "automatic stay™ ends and creditors may start to
collect debts, unless adischarge is entered before the dismissal and is not revoked. An order of
dismissal itsdlf will not free the debtor from any debt. Often, a case is dismissed when the debtor failsto
do something he/she must do (such as show up for the creditors meeting, answer the trustee's questions
honestly, produce books and records the trustee requests), or if it isin the best interests of the

creditors. Unless the debtor appedals the order or seeks reconsideration of the order within ten (10)
days after entry of the order, the Clerk will automaticaly close the case.

23.  What is areaffirmation agreement?

A redffirmation agreement is an agreement by which a bankruptcy debtor becomes legdly obligated to
pay dl or aportion of an otherwise dischargeable debt. Such an agreement must generaly be filed
within sixty (60) days after the first date set for the meeting of creditors. If the reaffirming debtor is
represented by an attorney, the agreement is filed with an affidavit of the attorney which complies with
11 U.S.C. § 524(c)(3). No hearing for approva of such an agreement is necessary. If the reaffirming
debtor is not represented by an attorney, the debtor or creditor must file an application for approval of
the agreement, dong with arequest for hearing. An order approving the agreement should be brought
to the hearing. Y ou must appear in person a the hearing. The judge will ask you questions to determine
whether the reaffirmation agreement impaoses an undue burden on you or your dependents and whether
itisinyour best interests. Since reaffirmed debts are not discharged, the bankruptcy court will normally
only resffirm secured debts where the collaterd isimportant to your dally activities. Reaffirmation
agreements are gtrictly voluntary. They are not required by the Bankruptcy Code or other state or
federd law. Y ou can voluntarily repay any debt instead of Sgning a resffirmation agreement, but there
may be vaid reasons for wanting to reaffirm aparticular debt. Since a reaffirmation agreement takes
away some of the effectiveness of your discharge, legal counsd is advisable before agreeing to a
regffirmation. Even if you sgn a regffirmation agreement, you have aminimum of sixty (60) days after
the agreement isfiled with the court to change your mind. If your discharge date is more than sixty (60)
days after the agreement is filed with the court, you have until your discharge date to change your mind.
If you reaffirm a debt and fail to make the payments as agreed, the creditor can take action against you
to recover any property that was given as security for the loan and you may remain persondly liable for
any remaining debt.

24. What is aredemption?

Redemption dlows an individua debtor (not a partnership or a corporation) to keep tangible, persond
property intended primarily for persond, family, or household use, by paying the holder of alien on the
property the amount of the alowed secured clam on the property, which typicaly means the value of



the property. Otherwise, in order to keep the property, the debtor would have to pay the entire amount
of the secured creditor's debt, do a reaffirmation agreement and become legally obligated on the debt
again. The property redeemed must be claimed as exempt or abandoned. With redemption, a debtor
can often get liens released on persona household possessions for much less than the underlying debt
on those secured possessions. Unless the creditor consents to periodic payments, redemption must
generdly be made in one lump sum payment to the creditor. If the debtor and creditor agree to the
redemption, just a consent order of redemption is required. If the redemption is opposed, a motion for
redemption and arequest for hearing should be filed. A motion to redeem exempt property or
abandoned property in achapter 7 case pursuant to § 722 of the Bankruptcy Code shdl be filed not
later than 60 days from the first date set for the meeting of creditors called pursuant to 8 341.
However, if the trustee recovers exempt property that the debtor is entitled to exempt, the motion shall
be filed not later than 15 days after the property is deemed exempt. If the trustee has not abandoned
the property within the 60 days, the motion shdl be filed not later than 15 days after an abandonment
done after the 60 days.

25. What are dlams and claim objections? How are clamsfiled?
A. Clams

In the broadest sense, aclam is any right to payment held by a person or company againgt you and
your bankruptcy estate. A claim does not have to be a past due amount but can include an anticipated
sum of money which will come duein the future. Infilling out your Schedules, you should include any
past, present or future debts as potentid claims.

B. ClamsObjections

Y ou are entitled to object to any claim filed in your bankruptcy case if you believe the debt is not owed
or if you believe the clam misrepresents the amount or kind of debt (e.g. secured or priority) which you
owe. In some circumstances, an objection to clam can be initiated by filing a motion in the bankruptcy
court; in other circumstances, it must be initiated by filing an adversary proceeding (like alawsuit in your
bankruptcy case). If you anticipate objecting to clams, you should seek the advice of an attorney as
s00n as possible since the objection process can be complicated and time sensitive.

C. Flingof Clams

The written statement filed in a bankruptcy case setting forth a creditor's clam is caled a proof of claim.
The proof of clam should include a copy of the obligation giving rise to the dlam as well as evidence of
the secured status of the debt if the debt is secured. Under the Federd Rules of Bankruptcy Procedure,
with limited exceptions, clamsfiled by creditors, except governmenta units, in chapter 7, 12 and 13
cases must be filed within ninety (90) days after the first date set for the meeting of creditors. Claims of
governmental units must be filed within one hundred eighty (180) days of the date the petition was filed.



If acreditor filesaclam after the specified deadline, you may object to the claim as being untimely filed.
For purposes of obtaining your discharge, it may be important for you to file aclam on behdf of a
creditor if that creditor should fall to do so. Under the Federa Rules of Bankruptcy Procedure, you (or
in chapter 7 and some 11 cases, the trustee) may file aproof of claim on behaf of a creditor within
thirty (30) days &fter the last day for filing clams.

26. What can | doif acreditor kegpstrying to collect money after | have filed bankruptcy?

If acreditor continues to attempt to collect a debt after the bankruptcy isfiled in violation of the
automatic stay, you should immediately notify the creditor in writing that you have filed bankruptcy, and
provide the creditor with elther the case name, number and filing date, or a copy of the petition that
shows it wasfiled. If the creditor ill continues to collect, the debtor may be entitled to take legal action
againg the creditor to obtain a specific order from the court prohibiting the creditor from taking further
callection action and, if the creditor is willfully violating the automatic say, the court can hold the
creditor in contempt of court and punish the creditor by fine or incarceration. Any such legd action
brought againg the creditor will be complex and will normally require representation by a qudified
bankruptcy attorney.

27. How do | change or correct information in the petition, schedules and statements | dready filed
with the clerk’s office?

The information contained in your petition, schedules, and statement of affairs is submitted under
pendty of perjury. Therefore, you must be certain that it is correct when you sign these documents. If,
however, you later discover that something is inaccurate, the documents may be corrected by thefiling
of an amendment with the Clerk's Office. SeeLBR. 1005.1 on Amendments of Voluntary Petitions,
Lists of Creditors, Schedules and Statements. A fee of $20.00 must be paid for amendments to
schedules of creditors or lists of creditors.

28.  How many years will a bankruptcy show on my credit report? How long will it take before | can
get credit?

The bankruptcy petition, schedules and plan are public documents and are available to the generd
public for viewing. Credit reporting agencies regularly collect information from the petitions filed and
report the information on their credit reporting services. Bankruptcies normally will remain on your
credit report for up to ten (10) years and may be taken into consideration by any person reviewing a
credit report for the purpose of extending credit in the future. The decison whether to grant you credit
in the future is Strictly up to the creditor and varies from creditor to creditor depending on the type of



credit requested. There is no law which prevents anyone from extending credit to you immediately after
thefiling of a bankruptcy nor are creditors required to extend you credit. The best way for you to
obtain credit in the future is to generate an adequate and regular income and pay dl of your financia
obligationsin atimely and responsible manner. Many creditors will not deal with you in the future unless
you have dready established credit with someone else and demondirate that you are ardiable debtor.
In generd, it is recommended that after the filing of a bankruptcy, one learn to live within hisher income
and not request credit which is not absolutely necessary.

29. How can | get information about a case?

Case information may be obtained by using one of the court's automated case information systems, or
by telephoning, writing, or visting the Clerk's Office.

A. Obtaining Case Information From an Automated Case Information System

To permit you around-the-clock access to case information, the Clerk's Office hasingalled three
automated case information systems.

1.The U.S. Bankruptcy Court for the Digtrict of Kansas's Voice Case Information System, or
VCIS, uses a computer-generated synthesized voice device to read case summary information directly
from the court's computer in response to touch-tone telephone inquiries. VCIS is provided free of
charge and may be accessed by dialing 1-800-827-9028.

2.The U.S. Bankruptcy Court for the Didtrict of Kansas's Internet Web Pacer
(pacer keb uenourte gov), provides public access to bankruptcy case information and imaged
documentsin the court's system on the Internet. Web Pacer users are charged $.07 per page for usage
of dectronic accessto court data obtained through afederd judiciary internet web ste. 'Y ou must have
alogin-id and password issued by the Pacer Support Center (pacer pee ucoourte gov) to access the
Web Pacer system. Additiond information concerning Web Pacer may be obtained at any divisona
Clerk's Office, and is available on our Internet web site at www.ksb.uscourts.gov.

3.The U.S. Bankruptcy Court for the Digtrict of Kansass did-in Public Accessto Court
Electronic Records information system, or Pacer, permits the use of any termina or computer, a
modem, and communications software to did the court's computer and access lists of newly filed cases,
case summary information, and docket entries. Pacer users are charged $.60 per minute for usage of
electronic access to court data viadia-in service. Y ou must have alogin-id and password issued by the
Pacer Support Center (1-800-676-6856) to access the Pacer system. Additional information
concerning Pacer may be obtained at any divisond Clerk's Office.

B. Obtaining Case Information By Telephoning the Clerk's Office

Badic case information that you are unable to access usng an automated case information system may
be obtained free of charge by cdling the divisond Clerk's Office in which the case is pending during the
hours indicated below. 'Y ou can determine which office to call by looking at the case number. The



case number identifies many things. The first two digits represent the calendar year that the case was
filed, and the next digit following the hyphen will determine the city where the caseisfiled.

1 =Wichita 01-12345-7
2 = Kansas City 01-22345-11
4 = Topeka 01-42345-13

The remaining four digits are unique to each case. Following the seven digit case number is the chapter
identification.

Kansas City Divison
9:30 am. to 3:30 p.m.
(913) 551-6732

Topeka Divison
9:30 am. to 3:30 p.m.
(785) 295-2750

WichitaDivison
9:30 am. to 3:30 p.m.
(316) 269-6486

Asagened rule, dl information other than basic case information requires aphysical search of the
court'srecords. If aphysical search of the court's records is required, you must pay a $20.00 search
feefor every name or item to be searched before the Clerk's Office will provide the requested
information. Requests for information subject to the search fee should be made in writing. Y ou may,
however, obtain the information free of charge in most cases by coming to the Clerk's Office and
conducting your own search.

C. Obtaining Case Information By Writing the Clerk's Office

To obtain case information by mail, send a written request containing the case number, the case name,
the information you request, your name, address, a telephone number where you can be reached during
business hours and the best time to call, with a self-addressed, slamped envelope. Written requests for
information requiring a physica search of the court's records should be accompanied by a cashier's
check, certified check, or money order sufficient to cover the gpplicable search fee. Thereisdsoa
$.50 per page copy fee.

D. Obtaining Case Information By Visting the Clerk's Office

Asagenerd rule dl documentsin the court's case files and dl court dockets (alist of brief entries
made to record activity in acase) are public record and available to the public for inspection. Files and
dockets may be reviewed at the Clerk's Office public counters during business hours (9:00am to
4:00pm). When reviewing hard copy (paper) files, please remember that not al documents are located



inthe main, or "parent,” bankruptcy case file. Adversary proceedings, chapter 11 monthly operating
reports, and proofs of claim filed in chapter 11 cases may be kept in separate file folders. In chapter 7
and chapter 13 cases, proofs of cdlam are generaly found on the left Sde of the first volume of the
parent case file folder. However, due to their number, they are at times kept in separate file folders.
Paper documents are placed in file folders from the bottom up in chronologica order. In other words,
the document initiating the case will be the one on the bottom of the first volume of the

hard copy file.

UNDER NO CIRCUMSTANCESMAY YOU REMOVE FILESFROM THE FILE
REVIEW AREA OR REMOVE DOCUMENTSFROM FILES. All filesmust be returned in
proper order. The Clerk's Office is the keeper of the court's records and is responsible for maintaining
their accuracy and integrity. Remova of files from the file review area, remova of documents from files
or falureto return filesin proper order will be deemed sufficient grounds to refuse to provide you with
additiona files. The court docket isalist of brief entries made to record the activity in a case. It
contains information concerning the parties involved, filing fees paid, deadlines s&t, hearings held, and
documentsfiled in the case. For each order and judgment filed, the date the order or judgment was
recorded, or entered, on the docket is indicated. Documents are listed on court docketsin
chronologica order from the top down. The document initiating the case will be the first one listed
below the names and addresses on the first page of the docket. Thereisa $.50 per page charge for
printed dockets. Printed dockets may be picked up at the public counter. Dueto limited storage
gpace, closed case files and "hard copy™ dockets are archived by periodically shipping them to the
Federal Records Center in Kansas City, Missouri for storage. Files and dockets stored at the Federa
Records Center may be recalled to the Clerk's Office and reviewed in the Clerk's Office file review
area. A $25.00 fee will be charged for each record retrieved from the Federal Records Center by the
Clerk's Office. Thisfee must be paid before the Clerk's Office will recdl arecord. Alternatively, you
may travel to the Federa Records Center in Kansas City, Missouri, to review the archived file or
docket. All persond vidits to the Federd Records Center are by appointment only. Appointments may
be made by cdling (816) 926-7272 between 8:00a.m. and 3:00 p.m., Monday through Friday (except
federd holidays), and must be requested at least 24 hoursin advance. Y ou must first obtain the file or
docket location, box, and accession numbers from the Clerk's Office (there is a $20 search fee) and
provide them to the Federal Records Center receptionist at the time you make your appointment. For
more information concerning reviewing files at the Federa Records Center, please see acopy of
Reviewing Court Case Files at the National Arphtves and Repords Admsmstration.

E. Getting Copies of Papers from Locally Stored Case Files

Open casefiles and recently closed case files are localy stored. Copies of papersin localy stored case
filesmay be obtained by mail or in person at the Clerk's Office public counter. To obtain copies by
mail, awritten request containing the case number, the case name, the title of the documents you wish
copied, your name, address, a telephone number where you can be reached during business hours and
the best time to call, must be sent to the Clerk's Office with a self-addressed, stamped envelope and a
cashier's check, certified check or money order for the appropriate fee payable to "Clerk, U.S.
Bankruptcy Court." A $20.00 per name or item search fee plus a $.50 per page photocopy fee will be



charged to obtain copies by mail. An additiona fee of $7.00 per document will be charged if certified
copies are needed. Payment is due at the time documents are printed and shall be made in the form of
cash, money order, cashier's check or attorney's trust account check. The Clerk's Office will not accept
personal checks or make change. Cash payments must, therefore, equa the amount due. To obtain
copiesin person at the Clerk's Office, you can requests the copies or you may use the coin operated
photocopy machines located in each divisona Clerk's Office file review area, unless certified copies
are needed. Copies made using the coin operated photocopy machines cost $.25 per page. DO NOT
REMOVE DOCUMENTSFROM FILESTO PHOTOCOPY ---FOLD THEM OVER
INSTEAD.

F. Getting Copies of Papers from Archived Files

Copies of papersin archived files may be obtained from the Clerk's Office in the same manner as
copies of papersin localy stored casefiles. A $25.00 per record archive retrieva fee plus a $.50 per
page photocopy fee will be charged for copy work requested by mail. An additiona $7.00 per
document fee will be charged for certified copies. Likewise, you may use the coin-operated, public
lobby photocopy machines to copy papers in casefiles recdled to the Clerk's Office from the Federa
Records Center unless certified copies are needed. Certified copies of documentsin these fileswill be
subject to the same $.50 per page photocopy and $7.00 per document certification fees as papersin
locally stored cases. Alternatively, you may obtain copies of papersin archived files by vigting the
Federa Records Center in Kansas City, Missouri. The cost for copy work at the Federal Records
Center is $.50 per page. An additiond fee of $10.00 per certification will be charged if certified copies
are needed. Y ou mugt obtain the same information concerning the file from the Clerk's Office that you
would need to view thefile, and contact the Federa Records Center to schedule an appointment.
Please see acopy of Reviewmng Court Case Files at the National Arshives and Resords Admmiciration.

The Federd Records Center will also accept mail and FAX requests for photocopies of archived
personal and corporate bankruptcy case files and forward the copies to the requestor viamail or FAX.
Y ou may request photocopies of the entire contents of an archived case file, a package of common
documents, or specific documents listed on the docket sheet obtained from the court. For more
information concerning requests by mail or FAX for copies of papers from persond and corporate
bankruptcy casefiles, please see a copy of Reviewing Court Case Files at the National Arphives and
Repords Adminisication.

The Federd Records Center aso accepts telephonic requests for copiesif the caler has (1) obtained
the location code and (2) can authorize the copy work with avalid credit card number.



